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^ TICLE l 
RECOGNITION 


A. Unit 


The Board hereby recognizes the Hopatcong Office Personnel Association as the exclusive 
and sole representative for collective negotiation concerning grievances and terms and 
conditions of employment for all personnel whether under contract, or on leave, employed 
by the Board. The Association consists of Clerks, Secretaries, Sr. Seci^iaries, .Book¬ 
keepers.,-and-Data Systems-Operator. 


B. Definition of Employee 


Unless otherwise indicated, the term "employee", when used hereinafter in this Agreement 
shall refer to all employees represented by the Association in the negotiating unit as 
above defined. 
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ARTICL E II 

NEGOTI A TION OF SUCCESSOR AGREEME NT 

A. Policy Cha nges 

Consistent with Chapter 123, P.I». of N.J. 197^, the Board shall 
not affect any change In Policy concerning terms and conditions of 
employment except those so negotiated and included as part of this 
Agreement and contained herein. 

B. Deadlin e Date 

The parties agree to enter into collective negotiation over-a 
Successor Agreement, in good-faith effort to reach agreement on all 
matters concerning salaries, hours and other conditions. Such 
negotiations shall tegin not later than September 10 of the calendar 
year proceeding the calendar year in which this Agreement expires. 

Any Agreement negotiated shall be reduced to writing, be signed 
by the Board and the Association, and be adopted by the Boax-d and 
the Association. 

C. N.odl H cation 

This agreement shall not be modified in whole or in part .by the 
parties except by an instrument in writing duly executed by both 
parties. 

D. Except as this Agreement shall hereinafter otherwise provide, all 
terms and conditions of employment applicable on the effective date 

of -this Agreement to employees covered by this Agreement as established 
by the rules, Regulations ana/or oolicies of the Board in force on 
said date, shall continue to be so applicable during the term of this 
Agreement. Unless otherwise provided in the Agreement, nothing 
contained heroin shall be interpreted and/or applied as to eliminate, 
reduce or otherwise detract from any employee benefit existing 
prior to its effective date. 
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ARTICLE i’ll 
GRIEVANCE PROCEDURE 


Grievance procedure shall be the district grievance procedure as 
approved by the Board of Education. 



ARTICLE IV 


EMPLOYEE R IGHTS AR P PRIVI LEGES 

A. ?So employee shall he discinlined, reprimanded, reduced in rank or com¬ 
pensation or deprived of any Drofessional advantage without .lust cause. 

Any such action asserted by the Eoard, or any a cent or representative 
thereof, shall not be made public and shall be subject to the grievance 
procedure herein set forth. Any dismissal or suspension shall be con¬ 
sidered a disciplinary action and shall., at the option of the employee, 
be subject to the grievance procedure. 

B. Whenever any employee is required to appear before the superintendent, 
Board or any connittee or member thereof concernina any matter which 
could adversely affect the continuation of that employes in his position, 
employment, or the salary or any increments pertaining thereto, then he 
shall be given prior written notice of the reasons for such meeting or 
interview and shall be entitled to have a representative of the Associa¬ 
tion present to advise him and represent him during such meeting or inter¬ 
view. Any suspension of any employee pending charges shall be with pay. 



ARTICLE V 


Dally Work HOurs 

The work day from September 1st through June 30th shall consist of_8 

including 30 minutes uninterrupted lunch hour. 

7:30 - 3:30 
Or 8:00 - 4:00 

or 8:30 - 4:30 

A. Summer Hours 


hours 


1. The work day from July 1st though August 31st Shall be 8:00 to 2:30 
including 30 minutes of uninterrupted lunch hour. 



ARTICLE VI 


E MPLOYMENT PROCEDURES 

A. Resignatio n 

1. An employee who is resinning from his position shall give the normal two 
weeks notice. 

B. Placemen t on Salary Sch edule 

1. Ad justment to Salar y Sc hedule 

Each employee shall be placed on his nroper step of the salary schedule 
as of the beginning of the 1176-77 school year. Any employee employed 
prior to February 1 of any school year shall L? given full credit for 
one (1) year of service toward the next increment step for the following 
year. 

C. Trans porting Students 

1. Employees shall not be required to drive students. 

2 . Members of the Association shall not be required to use their automobiles 
in the performance of school duties. 
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ARTICLE VII 

WORK SCHEDULE 

A* Vacation Sch e dule 

1. Vacation eligibility shall be determined as of July 1st 
of each year. 

2. Vacation times shall be scheduled to coordinate with the 
work schedule and shall be subject to the approval of the 
supervisor. Such approval shall not be arbitrarily withheld. 

3. Employees shall be eligible for vacations on the following 
basis: 

a. Completion of six months of continuous employment as 
of July 1st, but less than one year, one week 
vacation with pay. 

f 

b. One year to five years of continuous employment as of 
July 1st, two. weeks vacation with full pay. 

C. Five years and beyond of continuous employment as of 
July 1st, three weeks vacation with fu-ll- pay. 


B. Hol iday Schedule 

1. All holidays are scheduled on the premise that the buildings 
will be closed. 


2. Scheduled holidays are.: 

Independence Day 

Labor Day 

Thanksgiving Day 

Day after Thanksgiving Day 

December 24 

Christmas Day 

December 31 

New Year's Day 


Good Friday 
Memorial Day 
Washington's Birthday 
Veteran's Day 
Columbus Day 
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ARTICLE VIII . 

INSURANCE PROTECTION 

A. Health-Care Coverage 

As of the beginning of the 1575-77 schoolyear, the Board shall orovide 
health care protection. The Board shall pay the full premium for each 
employee and in cases where appropriate 103T- family plan insurance 
coverage. 

1. The ilopatcong Board of Education will provide coverage for hospital¬ 
ization equal to or better than the 1075-75 [Blue Cross, Blue Shield, 
Rider J and Major Medical contract. 

2. The Board of Education will annually select the insurance carriers. 

3. For each employee who rerains in the ernloy of the Board for the full 
schoolyear, the Board shall make payment of insurance premiums to 
provide insurance covenne for the full twelve (12) month period 
commencing July 1st and ending June 30th. L'hen necessary, payrant of 
premiums in behalf of the employee shall be made retroactively or 
prospectively to assure uninterrupted participation and coverage. 

B. Description to Employees 

A description of the health care insurance coverage shall be furnished 
to the employees in accordance with present policy by October 1, 1976. 

C. Dental Insurance 

The Board agrees to provide the same per caoita contribution for dental 
insurance beginning with the 1977-78 schoolyear as will be orovided for 
all other district employees. This per capita contribution will remain 
the same for both the 1977-73 and 197C-79 school years. Any additional 
expense beyond the per capita contribution by the Board of Education will 
be the responsibility of the individual employee. 



ARTICLE IX 


CK L EAVE 

A. Accumul ative 

As of September 1, 1976, all employees employed shall be entitled to 
twelve (12) sick leave days each school year as of the first official 
day of said school year whether or not they report for duty on that 
day. Unused sick leave days shall be accumulated from year to year 
with no ..saxiinuro limit, 

B. Nonaccumul a tive 

Nonaccurculative additional sick leave benefits shall be allowed to 
employees according to the following: 

The Board of Education may in the event of an employee's extended 
illness pay the employee's salary less a substitute employee's wages 
for an additional thirty working days in any one year after accumulet 
days have been used. Request for a Health or Hardship Leave will be 
considered on an individual basis by the Superintendent and/or the 
Board of Education. 
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ARTICLE X' 

REDUCTION IN RANK OR JOB CLASSIF ICA TION 

A. Employees shall not be reduced in rank or job classification without 
just cause. 

B. Any reduction in rank or job classification, regardless of compensation, 
shall be subjected to the grievance procedure (Article III). 



ARTICLE XI 


VO LUNTARY TRANSFERS A ND REASSIGNMENTS 
A. Notification of Vacancies 

1. Hopatcong Office Personnel will he notified of any vacancies or 
new positions within the district for secretarial, clerical, 
bookkeeping or data systems personnel. Such positions may be 
awarded to any applicants based on ooneral knowledge and ability. 
General knowledge and ability being equal, seniority shall be 
the deciding factor. 

2. Equal Educ ation al Opportunitv 

The Hopatcong Board of Education affirms its responsibi1ity to 
ensure all students in the public schools of Hopatcong Borough 
equal educational opportunity and all employees equal employment 
opportunity regardless of race, color, creed,'.religi on, sex, an¬ 
cestry, national origin end social or economic status. To fulfill 
this responsibility, the Board shall establish a program to review, 
and modify as may be necessary, its present school and classroom 
programs and employment/contract oractices. 
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ARTICLE XII . 

P ROMOTIONS 

All qualified employees who desire to apply for a promotional 
position shall he given adequate opportunity to make application for such 
positions and no positions shall l;£ filled until all properly submitted 
applications have been considered. The Board agrees to give due weight 
to the background and attainments of all applicants and other relevant 
factors. In filling such vacancies, preference shall be given to 
qualified employees already emplov-yj by the Board and when all other 
factors are substantially equal, lc-gth of time in the Honatcong School 
District shall be-the deciding factor. The decision of the irradiate 
Supervisor shall be final and binding. 
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ARTICLE XIII 

Accredi ted Evening High School - Surry*r School and Federal Programs 

A. Posting 

All openings for positions in coraunity education program, summer 
school, federal projects, and other programs shall be publicized by the 
Director of continuing education. 

B. Criteria 


In filling such positions, consideration shall be given to an 
employee's area of competence, attendance record, and length of service 
in the Hopntcong School District. Er.ployees employed in the Hooatcong 
School District shall have priority to such assignments before appoint¬ 
ment to applicants from outside the district. The decision of the 
Director of continuing education shall he final and binding. 



page 74 


A RTICLE XIV 

INVOLU NT ARY TRANSFERS ARP REASSIGH I IENTS 

A. Use of Voluntary Renues’s 


If possible, no vacancy shall be filled by means of involuntary 
transfer or reassignments if there is a qualified volunteer available to fill 
said position. Final and b'nding decision shall be made by the Superintendent 
and/or the Business Administrator. 

/ 

B. N otice 

Notice of an involuntary transfer or reassignment shall be given 
to employees as soon ns practicable, except in cases of emergency. 

C. Criteria 

• 

When an involnotary transfer or reassignment is necessary, an 
employee's area of competence, length of service in the Hopatcong School District, 
length of service in a particular school buildine, and other relevant factors, 
'including, among other things, state and/or federal laws, rules, regulations or 
administrative directives, shall be considered in determining which employee is 
to be transferred or reassigned. Such transfers shall be made for the best in¬ 
terests of the school district. 



ARTICLE XV 


EMPLOYEE FA CILI TIES AN D E QUIPMENT 

The Board of Education end the Immediate SuDervisor will be respon¬ 
sible to provide all employees with the appropriate equipment and supplies 
necessary to insure a high quality of work. 



ARTICLE XVI 


EXTENDED LEAVES OF ABSENCE 


A. Maternity 

1. N atural Birth 

The Board shall grant maternity leave without pay to any 
employee upon the request subject to the following stipulations and 
1iroiCations: 

(a) Maternity leave shall commence on the date re¬ 
quested by the employee. 

(b) Any employee granted maternity leave without nay 
. according to the provisions of this section may at her discretion 

elect to substitute all or any part of her accumulated sick leave in 
lieu thereof and receive full pay and benefits for the same. 

(c) Any employee granted maternity leave shall at 
her request be restored to the exact same position vacated at the 
commencement of said leave. 

(d) No .employee shall be prevented from returning 
to work after childbirth solely on the ground that there has not 
been a time lapse between childbirth and the desired date of return. 
An employee must provide two weeks notice prior to returning to em¬ 
ployment. 

(e) The Board may remove any employee from her duties 
during pregnancy unless the employee produces a certificate from her 
physician that she is medically able to continue at work. 

2. Ad option 

Any employee adopting an infant child shall receive similar 
leave which shall commence upon receivina de facto custody of said 
infant, or earlier if necessary to fulfill the requirements for the 
adoption. No employee on maternity leave shall, on the basis of 
said leave, he denied the opportunity to substitute in the Hopatcong 
School District in the area of certification or competence. . 

B. Illne s s in Family 

A leave of absence without oay of uo to one (1) year may be 
granted for the purpose of caring for a sick number of the employee's 
immediate family. Additional leave may be granted at the discretion of 
the Board. 

C. Other leaves of absence without pay may be granted by the Board for good 
reason. 




ARTICLE, XVI (cont’d) 


E XTENDED LEAVES OF ABSENCE 
D. Return from Leave 


1, Sal ary 

Upon return from leave granted pursuant to section A or B 
of this article, an employee receiving such leave after January 1st 
shall be considered 3S if they were actively employed by the Board 
during the leave and shall be placed on the salary schedule at the 
level they would have achieved if they hod not been absent. Employees 
beginning leave between July 1st and December 31st shall not receive 
increment credit for time spent on leave. 

2. Benefi ts 

All benefits to which an employee was entitled at the 
time their leave commonced, including unused accumulated sick leave 
shall be restored to them upon their return, and they shall be assigned 
to the same nosition which they held at the time said leave commenced, 
if available or, if not, to an equivalent position. 

E. Extensio ns and Renew als 

All extensions or renewals of leaves shall be applied for in 
writing and may be granted by the Board. 



ARTICLE XVII 


T EMPORARY LEAVES OF ABSENCE 
A. Types of Leave 

As of the beginning of the 197f>-77 school year, employees shall be 
entitled to the following temporary leaves of absence v/ith full pay 
each school year: 

1. Personal 

Two (?) days leave of absence for personal , legal, business, house¬ 
hold or family matters which require absence during school hours. 
Application to the employee's orincio.il or other Imnediate superior 
for personal leave shall be made at least three (3) days before 
taking such leave (except in the case of emergencies) and the appli¬ 
cant for such leave shall not be required to state the reason for 
taking such leave. 

2. D eath 

Up to four (4) days at any one tine in the event of death or serious 
illness of an employee's spouse, child, parent, father-in-law, mother- 
in-law, brother, sister, and anv other member of the immediate house¬ 
hold. In the event of the death of an employee or student in the 
Hopatcong School District, the principal or immediate superior of 
said employee or student shall grant to an appropriate number of 
employees sufficient time off to attend the funeral . 
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^AR TICLE XVIII 
PROTECTTCM OP EMPLOYEES 


A. Employees shall not be required to work under unsafe or 1. 
conditions or to perform tasks which endanger their heals 
or well-being. 

B. 1. Employees .shall immediately report cases of assault s 

by them in connection with their employment- to their 
or other immediate superior. 

2 . Such notification shall be immediately forwarded to t 
superintendent who shall comply with any reasonable r 
the employee for information in the possession of the 
ter.dent relating to the incident or the persons ir.vol 
shall act in appropriate ways as liaison between the 
the police, and the courts. 


asardous 
, safety, 


uffered 

principal 


he 

c quest from 
superin- 
ved, and 
employee, 



.^ ARTICL E XIX 
DEDUCT10 l FR OM SALARY 
A. Assoc iation Payroll Duos reduc tion 

Tha Board agrees to deduct from the salaries cf its employees 
dues for the New Jersey Education Association, emoloyecs individually 
and voluntarily authorize the Board to deduct. Current records of any 
corrections shall be inspected by such person as may from.tire to time 
be designated by the liopatcong Office Personnel Association by the 15th 
of each month following the monthly pay period in which deductions were 
made. 
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ARTICLE XX 

MISCELLANEOUS PROVISIONS 

A. Board Policy 

The Board shall carry out the commitments contained herein and give them 
full force and effect as Board policy. 

B. Compliance between Individual Contract and Master Agreement 

Any individual contract between the Hoard and an individual aroloveo, 
heretofore or hereafter executed, shall he subject to and consistent 
with the terms and conditions of this Agreement. If an individual con¬ 
tract contains any language inconsistent with this Agreement, this 
Agreement, during its duration shall be controlling. 

C. Course Reimbursement 

« , 

To encourage and promote the growth and training of personnel, the Board 
of Education will reimburse staff mer.bers for DO-' of the actual tuition 
expenses for courses costing f'o, per credit or less. Tuition costs in 
excess $65. per credit will be limited to a maximum reimbursement of 
$55.00 per credit. Registration fee will be reimbursed DO... 

Courses must be approved by the Superintendent in accordance with toe 
fol lowing cri teria : 

1. Each course must be within the scope of the staff member's work 
area and deemed by the suoerintendent to be valuable in improving 
the performance of the staff member. 

2. No reimbursement will be given for courses unless such courses are 
approved by the suoerintendent. 

3. All requests by employees for apuroval of courses must be channeled 
through the building principal to the suoerintendent as follows: 

a. requests for Fall Semester courses, not later than October 13th. 

• b. requests for Spring Sc-rcster courses, not later than February 13th. 

c. requests for Suoroer Semester courses, not later than July 13th. 

4. Requests for reimbursement received after the. above mentioned dates 

will not be considered. 

5. Reimbursement for approved courses will be paid to staff members as 
fol1ows: 

a. approved Fall Serrester courses, paid February 13th 

b. approved Spring Semester courses, paid July 18th 

C. approved Summer Semester courses, oaid October 18th 

A statement of final passing grade attained (no grade lower than a 
"c“ or its equivalent will be acceptable) and a receipt for tuition 
and registration fee payment must be submitted along with the business 
office voucher requesting reimbursenent. Vouchers and receipts must 
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ARTICLE XX, cont'd. 


be forwarded to the business office at least seven days prior to the 
payment dates listed above. 

6. Since the reimbursement for staff irmrovenent is provided for the 
benefit of the schools of Mopatcong Corougn, no reimbursement will be 
made for courses taken by staff members who do not receive contracts 
for the following year or by staff mcnberswho for any reason indicate 
that they are leaving the system. 

D. Continuous Service Longevity 

Office personnel to be given an increment of 3303. after 15 consecutive 
years in the ilooatcong Schools and 5301. after 20 consecutive years in 
the llopatcor.q Schools. Increment to be paid beginning the 16th and 21st 
years over and above normal salary. 

E. All secretaries must be skilled in transcription. 

F. Personnel will not be required to report for work on days when schools 
are closed due to inclement weather. 

G. The present number of steos on the Guide (13) ray not be increased until 
the 1973-79 contract negotiations. 
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OFFICE PERSONNEL 
SALARY GUIDE 
1976-77 


Sr. Secretary 



Clerk 

Secretary 

Data Systems 
Bookkeeper 

1. 

$5363. 

$6688. 

$6944. 

2. 

5563. 

6888. 

7194. 

3. 

5782, 

7107. 

♦ 

7468. 

4. 

6023. 

7347. 

7769. 

5.. 

6263. 

7588. 

8070. 

6. 

6625. 

7829. 

8432. 

7. 

6866. 

8311. • 

8913. 

e. 

7227. 

8793. 

9395. 

s • 

7588. 

9275, 

9877. 

10. 

7950. 

9756. 

10359. 


Above guide personnel will receive an increase equal to 
9.5% of their previous year's salary. 

Continuous service longevity—$300. after 15 consecutive years in 
the Borough schools: $300. after 20 consectuve years in the Borough 
schools.. Increment to be paid beginning the 16th and 21st years 
over and above the normal salary. 



/ 
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OFFICE PERSONNEL 
SALARY GUIDE 
1977-78 


Sr. Secretary 
Data Systems 



Clerk 

Secretary 

Bookkeeper 

1. 

$5825. 

$7260. 

$7541. 

2. 

6025. 

7460. 

7791. 

3. 

6262. 

- 7697. 

8088. 

4. 

6523. 

7957. 

8414 . 

5. 

6783. 

8218 . 

8740. 

6. 

7175. 

8479. 

9132. 

• 

74 36. 

9001. 

9653. 

8. 

7827. 

9523. 

10,175. 

9. 

8218. 

10,045. 

10 ,-697. 

10. 

8610, 

10,566. 

11,219. 


Above guide personnel will receive an increase equal to 8.3% of 
their previous year's salary. 

Contiguous service longevity--$300. after 15 consecutive years in 
the Borough schools; 5300. after 20 consecutive years in the 
Borough schools. Increment to be paid beginning the 16th and 
21st years over and above the normal salary. 
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AfbJCLE XXI 
ai'.V. TION Or AGREE! 1EUT 
A. Duration Period 

1. This agreement shall be effective as of July 1, 1"7A and 
continue in effect until June 30, 1979. 

2. Salaries will be open for negotiation for the 1973-79 

contract. 

D. In witness whereof the Association has caused this Agreement 

to be signed by its president and secretary and the Board has caused 
this agreement to be signed by its president, attested by its secretary 
and its corporate seal to be placed hereon, all on the day and year 
first above written. 


Hopatcong Office Personnel Association Hopatcong Board of education 
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MEMORANDUM OF 


STANDING 


Re fere nee: Article VII, B1 
Page 

Agrc-cmcnt between The Topnrcong Board of Education and 
Hopatcong Office Personnel Association ID7S-1979. 

B. 1. All holidays arc scheduled cn • he pi'.:*ise that the buildings will 

be closed. If the bull dings a..: open or. any of the listed holidays 
equitable arrangements, mutually agreed upon, shall be made by the 
Superint enuen t and the Associa ; <*.n . 


Hopatcong Office Personnel Association- 


By _It 

(President) 


Hopatcong Board of Education President 




